
 
 

CITY OF BRYAN 
 

JOB DESCRIPTION – 3604 
 

 
 
Working title:  CUSTOMER SERVICE/ACCOUNT SUPERVISOR 
 
Career Ladder:  MANAGEMENT                     Level:     510 
 
Division:  CUSTOMER SERVICE                    Department:  BRYAN TEXAS UTILITIES 
 

 
 
SUMMARY AND PRIMARY FUNCTION 
Administers the daily customer service operations and directs the work of the customer service 
representatives. Investigates and analyzes findings and recommends responses to complaints, 
considering nature and complexity of complaint and the requirements of City ordinances and 
Utilities policy.  Manages the personnel, equipment, facilities and finances assigned to meter 
services including ensuring training for, interviewing for, reviewing performance of, disciplining 
and recommending dismissal of staff members. 
  
QUALIFICATIONS AND SKILLS 
High school diploma with additional formal education equivalent to an Associate’s degree plus a 
minimum of 8 years directly related experience.  Some previous supervisory experience strongly 
preferred. 
 
OTHER SKILLS AND ABILITIES – PREFERRED 
Three years of utility billing or customer service experience, one of which involved supervision or 

any equivalent combination of experience and training. 
Proficiency in procedures in customer service, customer relations and operation of utilities 

collections plus ability to make accurate arithmetical computation and to prepare accurate 
statistical reports. 

Ability to hire, select, train and motivate employees. 
Ability to maintain effective communications, both written and oral, with general public and City 

employees. 
Ability to organize work load and choose among several alternative solutions for situations that 

change occasionally. 
 
SPECIAL REQUIREMENTS AND LICENSES 
Texas Class C driver's license with a good driving record as measured by the City's evaluation 

system. 
 
EQUIPMENT 
Computer, calculator, two-way radio, telephone. 
Work shall be performed with tools, appliances and equipment approved by those agencies and 
bodies that have control, authority or approval of the design working ranges or limitations of those 
items; the employee has the responsibility to conform to those ranges and limitations. 
 


